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The Division provides services to improve marketing of Agriculture products, 
to find new outlets and uses for agricultural products, and to help promote 
Georgia products nationally and internationally. It regulates the warehouse 
storage facilities for agricultural products and inspects products for quality 
and quantity. 

INSPECTION REPORTS OF WAREHOUSE INVENTORY FILES 

, 

= 
<. 1. 'Ibis file contains the following documents (include form numbers and titles, if any, 

and file arrangement). 
Documents relating to the inspection of warehouse inventories of agricultural 
products other than tobacco. 

Included are: 
Warehouse Examiner's Cotton Inventory form which gives information as to the 

Warehouse Examiner's Reconciliation of Cotton Inventory Report. 
Inspector's Report - providing information about the inventory of 

number of bales of cotton stored in a warehouse. 

a warehouse as to kind and amount of agricultural products stored. 

Files are arranged by Commodity Warehouse; thereunder, alphabetically by 
&ty; and thereunder, alphabetically by warehouse. 

ATTACH SAMPLES OF THE FILF: 
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13. Is t h i s  t he  Record Copy o f t h e  ser ies?  

14.  Is there  a duplication of t h i s  series i n  another of f ice  o r  agency? 

15. Is the information contained i n  t h i s  s e r i e s  ever summarized or published? 
Attach copy of s m a r y  or publication. 

16. Does the  ser ies  contain c lass i f ied  information'requiring securi ty  handling? 

17. Does the  se r i e s  i n i t i a t e ,  amend or terminate agency pol ic ies  and procedures? 

18. Could the function be performed i f  t he  f i l e s  were l o s t  or destroyed? 

19. Is t h e  se r i e s  (or major portion of i t )  regularly microfilmed? If yes, why? 

20. Does the record se r i e s  provide data as  input t o  an EDP f i l e ?  

21. Does the  record se r i e s  contain documentation produced as EDP printout? 

22. H a s  the  Federal Government issued instruct ions governing t h e  retention/dispo- [ 1 [XI 
s i t i o n  of these f i l e s ?  

years : 1 24. REQUIREENTS. The following requires the f i l e s  t o  be kept 5 

a.[lSTATE b.[]STATWE OF c.[]AUDIT d.[]FEDERAL e.WADMINISTRATIVE f.[]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

Experience has shown that a history of a warehouse may be necessary for 
litigation for this period of time. 

( C i t e  L m ,  S t a t u t e ,  or o ther  reason f o r  the re t en t ion  requirement) 

25. AGENCY RECOmNDATIONs. T h i s  agency recommends tha t  the f i l e  s e r i e s  be cut off a t  the end 
of each -HCAISNDAR YEAR -[]FISCAL YEAR -i(loTHER SPP Relnw .then: 

[ 3 Hold i n  the current f i l e s  area month(s)/ year (s ) :  
[ ] Transfer t o  [ ] State  Records Center [ ] Local Holding Area; hold y e a d s ) :  .~ 
t I Destroy. 
[ 1 Transfer t o  State  Archives f o r  permanent retention. 
[ 1 Destroy immediately after cut-off. 
h1 Other: (Specify) 

Inspection Reports of warehouse Inventory Files remain active until warehouse 
goes out of business. 
house final audit is resolved, withdraw folder from active files and place in 
the inactive files. Cut off inactive files at end of each calendar year. 
Hold inactive files in current files area five ( 5 )  years: then, destroy. 

(Indicate brief ly  r a t i a a k  for recomnendations aboue/or wri t e  addi t ionat  r e m a r k s )  : 4 

When warehouse goes out of business and after ware- 

1 SEE ATTACHED MAINTENANCE INSTRUCTIONS 

OTHER REQUIRED SIGNATURES DATE 
nature Date 

1/21/75 Ij 

I 



MAINTENANCE INSTRUCTIONS for INSPECTION REPORTS OF WAREHOUSE INVENTORY FILES 

Georgia Department of Agriculture 
Marketing Division - Warehouse Section 
19 Hunter Street, SW 
Atlanta, Georgia 30334 

As the following documents areypdated and filed within folders, remove 
and destroy old documents which have been held for the prescribed re- 
tention period: 

Warehouse Examiner's Cotton Inventory Form. After all cotton has 
been accounted for by audit, hold an additional 5 years; then, destroy. 

Warehouse Examiner's Reconciliation of Cotton Inventory Report. After 
reconciliation, hold 5 years; then, destroy. 

Warehouse Examiner's Reconciliation of Grain Inventory Report. After 
- recon&liatLoon,hold 5 years; then, destroy. ~ ~~ -~ ~ ~ 
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